0GS-850- DEPARTMENT OF GENERAL SERVICES SCHEDULE ]

REV. &/7¢ Recerds Manegement Divisien wo. 1492
Supersedes Schedule 1091
PAGE £1
‘ RECORNS RETENTION AND DISPOSAL SCHEDULE MO- \ °
Frostburg State University Auxiliary Services & Conferencels
(Supersedes_schedule 1091)
AGENCY OIVIBION

ftem

No. Description Retention .

1. General Correspondence Screeh annually. Destroy
Subject arrangement of original incoming, copies of material over two years
outgoing letters, memoranda, reports, meeting old which has no further
minutes, directives, studies, policies and other value. Materials which
miscellaneous papers relevant to this office. illustrate policy

procedures and development
of the department and
university are to be

' transferred to the history
file for permanent
retention. -—*‘

2. Budget Reports and Purchasing Information Retain for one year; then
Budget reports that are received monthly from the destroy.

Budget Office and copies of purchase orders and
information on equipment.

3. Conference Materials Retain for two years;

. These files include registration forms and then destroy.
miscellaneous information concerning conference
groups

4. | Food Service Materials Retain for three years
These are copies of invoices, memos, and miscellaneous or until audit requirements
information on food service operation. have been fulfilled, then

destroy. Bid packet to
be retained for life of
contract (all bid packets)
Copies of catering forms Retain for two years, then
: destroy.
% If the University Archives should
cease to operate then all permanent
records shall be transferred to the
Maryland State Archives.
Schedule Appv::vod by Department, : Schedule Authorized by
Agency, or Division Representative Holl of Records Compmission

7 -’33/[/4// \//'7‘77/,4¢ft[c/x' (fevanlirsy™

Date Signawre / P2 AAe L EC Dote State Archivist

Duncetinh] 21 1993, Q‘m‘j c. / 6“%"‘/

Pe =042

Fig. 8




LSTRYCT JQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS B3B30-1)

DEPARW OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

or

PAGE /

FARTMENT / AGENCY
UNIVERSITY OF MARYLAND SYSTEM

2. DIVISION
FROSTBURG STATE UNIVERSITY

Auxiliary Service and

3. Office of Conferences

UNIT

- DEFINITION - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY ]LED

4. RECORD SERIES TITLE "

REFERENCE AS WELL AS RETENTION AND DISPOS

General Correspondence

AND USED AS A UNIT FOR
1TION PURPOBES

5. EARLIEST YEAR/LATEST YEAR
TO

‘IN THE SERIES.

6. RECORD SERIES DE“RIPTIW (DIIIIPLT DESCRIBE THE TYPES OF INFORHATION/DOCMNT'/POM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

Subject arrangement of original incoming, copies of outgoing letters, memorandaj
reports, meeting minutes, directives, studies, policies and other miscellaneous
papers relevant to this office.

7. RECORD SERIES FORMAT(S)
B/LE'ITER S1ZE O MICROFILM
ﬂ/l.zm SI1ZE 0O COMFUTER TAPE

‘ouun BOOK U FLOPPY DISK

0 AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
& ALPHAEET ICAL
0 NUMERICAL
O CHRONOL.OGICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
FILE DRAWER(S)
3 D MICROFILM REEL(S)
O COMPUTER TAPE(S)

RUMBER [ OTHER({ SPECI FY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)

ROMEER O COMPUTER TAPE(S)

O QTHER(SPECIFY) |

I11. piLe 1s useD 12. FILE BECOMES INACTIVE AFTER
DAILY 0 WEEKLY O MONTHLY O MONTH(S) O YEAR(S)
- mmn'
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
' 296. tsr vEs, serEcirFry raency on oOFrice)
/33 H// nS O vEs NO
15. ACCESS RESTRICTIONS O YES @/NO 16. AUDIT REQUIREMENTS
(ir vyE8, cI1Tx LAW(S) & rREauULATION(S)
: ,){NONI: O STATE O FEDERAL .0 INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (1r veSs.H)PLAIN

BRIKFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

0 ves y/No

RECOMMENDED RETENT ION

Screen annually, Destroy material over -two
years o0ld which has no further value.
Materials which illustrate policy procedures
and development of the department and
university are to be transferred to the
history file for permanent retentiomn.

ll. NAME AND TITLE OF PREPARER
Gloria Eisel

Secretary

20. TELEPHONE NUMEER

301-689-4020

21. DATE

September 29, 1992

DGS 550-4 (REVISED 2/87)

Fig. 7




LSTROCT IQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 850-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 273
" JESSUP, MARYLAND 20794

PAGE Q OF L‘/

FARTMENT / AGENCY
UNIVERSITY OF MARYLAND SYSTEN

2. DIVISION
FROSTBURG STATE UNIVERSITY

Auxiliary Services
& Office of Conferences

3. UNIT

" DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

Budget Reports and Purchasing Information

REFERENCE AS WELL AS RETENYION AND DISPFOSITION PURPOSESR

5. EARLIEST YEAR/LATEST YEAR
TO

‘IN THE SERIES.

These are budgettreports received monthly

6. RECORD SERIES DESCRIPTlm (IRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTBIPOM FOUND

of purchase orders and information on equipment.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

from the Budgét:Office and copies

7. RECORD SERIES FORMAT(S) 8. RECO
O LETTER SIZE O MICROFILM

O LEGAL SIZE 0O COMFUTER TAPE

‘omp BOOK O FLOPPY DISK
10 TAPE O VIDEO TAPE
;/:I:ER(SPECIFY) :

0 NUMERICAL

SERIES SEQUENCE

ALPHAEBETICAL

0 CHRONOLOGICAL,
0O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VYOLUME

£&FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER(SPECIFY)
ANNUAL ACCUMULAT ION
£°FILE DRAWER(S)
| © MicrROFILM REEL(S)
RUWSER C COMPUTER TAPE(S)

O oTHER(SPECIEY) |

| 11- piLe 15 useD $2. FILE BECOMES INACTIVE AFTER

' 0 palLY 0 WEEKLY VE{W'HLY O MONTH(S) VZ YEAR(S)

- NUREER

! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

133‘Hitchins Building

{yr ves, srEciPry raENCY OR OFFicE)
YES 0O No Budget Office

15. ACCESS RESTRICTIONS O vES ,,B/No 16. AUDIT REQUIREMENTS '
{(sr vyes, ci1TE LAW(S) & rEGuLATION(S) i e "é-;'”"yff
: O NONE STATE O FEDERAL ‘0 | NDEPENDENT
17. IS AN INDEX SYSTEM USED? (1r veS.mPLAIN

BRIKFLY AKD DESCRIEE ANY HARDWARE/SOFTWARE )

0 ves J9//ﬁo

18. RECOMMENDED RETENT ION i

Retain for one year, then destroy

P =

TlThE OF PREPARER 20,

Glor1a isel
Secretary

TELEPHONE NUMEER
301-689-4020

21. DATE

September 29, 1992

DGS 350-4 (REVISED 2/87)

Fig. 7




JHSTRYCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REV1SED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION ~
72785 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVE\JTURY

PAGE ;El__or i

‘PM/AGENCY
IVERSITY OF MARYLAND SYSTEﬁ

2. DIVISION

FROSTBURG STATE UNIVERSITY

Auxiliary Services
3. WNIT

& Office of Conferences

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
o Conference Materials

REFERENCE AS UELL AS RETENTION AND DISPOSITION PURPOSESR

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR .
o

| 6. RECORD SERIES DESCRIPTION (-HIKPLY DESCRIBE THE TYPEKS OF INFOMTION/DOCMNTB/POM FOUND

groups.

4N THE SERIES.

INCLUDE THE

PURPOSE OR PUNCTION OF THE snmzs,

Files include registration forms and miscellaneous information concerning conference

CORD ‘SERIES 'FORMAT(S])
LETTER SI1ZE O MICROFILM

O LEGAL S1ZE 0O COMFUTER TAPE

BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE
O OTHER(SPECIFY) ‘

8. RECORD :SERIES SEQUENCE
APHAETICAL
O NUMERICAL
O CHRONOLOG]CAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

LD/LE DRAWER(S )

e‘/é>’n MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUNBEN OTHER(SPECIFY)

10. ANNUAL ACCGUMULAT ION

FILE DRAWER(S)

O MICROFILM REEL(S)
r;mlnw O COMPUTER TAPE(S)

O oTHER(SPECIFY) |

I 11. plLe 15 useD 12. FILE BECOMES INACTIVE AFTER
DAILY 0 WEEKLY O MONTHLY MH(S) U YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
) o tir ves, ciry Zd%p?x‘on orrice)’ :
133 Hitchins Building 0 ves NO i CIei bod orine 4
) i
§
15. ACCESS RESTRICTIONS C YES V/NO 16. AUDIT REQUIREMENTS i
(1" vyEs, ci1TE LAwW({S) & rEGULATION(S) . RERSANE LS \
: 'O NONE ~ & STATE ;D FEDERAL D INDEPENDENT
- p ;
17. 1S AN INDEX SYSTEM USED? LB [T Cegmp - f
: (1r ves.mxrLatn 18. RECOMMENDED RETENTION' F: % e J4A"RL -
BRIKFLY AKD DESCRIBE ANY HARDRWARE/SOFTWARE ) ” -
0 Yes NO Retain for two years, then destroy

—’NAME AND TITLE OF PREPARER

Gloria Eisel

20. TELEPHONE NUMEER

301-689-4020

21. DATE

1992

September 29,

DGS 350-4 (REVISED 2/87)

Fig. 7




USIgégLuzwi “TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REY ISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 207394

AGENCY RECORDS INVENTORY

PAGE JéL__or _f:[_

2. DIVISION

l"!?ﬂ&ﬂ\ENT/AGENCY
IVERSITY OF MARYLAND SYSTEM

FROSTBURG STATE UNIVERSITY

Auxiliary Servicés
3. WNIT

& Office of Conferences

DEF IN1T 10N - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

AND USEKD AB A UNI!T FOR

| 4. RECORD SERIES TITLE ‘

Food Service Materials

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

5. EARLIEST YEAR/LATEST YEAR
To

i 6. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/'OM FOUND

‘IN FHE SERIES.

service operation.

Copies of Catering forms.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

These are copies of invoices, memos, and miscellaneous information on food

-7+ RECORD ‘SERIES FORMAT(S) @ 3} B..*
}{1£TTER S1ZE U MICROFILM

0 LEGAL SI1ZE 0O COMFUTER TAPE 0 NUMERICAL

BOOK O FLOPPY DISK
0 AuD1O0 TAPE O VIDEO TAPE
0 OTHER(SPECIFY) ‘

SBERIES ‘SEQUENCE " -

ALPHAEET ICAL

0O CHRONOCLOG I CAL,
0 GEOGRAPHICAL

C OTHER(SPECIFY)

9.. 'VOLUME
ILE DRAWER(S)

O MICROFILM REEL(S)
‘:1=:1? O COMPUTER TAPE(S)
NUMBE

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

\ O FILE DRAWER(S)
:1,/’0 MICROFILM REEL(S)

0O COMPUTER TAPE(S)

[w]

P11 piLe 3s useD 12. FILE BECOMES INACTIVE AFTE
DAILY 0 wEEKLY O MONTHLY - O mMoNTH(S) ,P’siAn(s)
. RUNBEN
; 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
133 Hitchins Buildin t1r ves, serECIFY raGENC on orrice)
8 S YES 0 No INVOICeS — Fodt Scrvrce Canrfracfor
Catecing -+
LD/ ]
15. ACCESS RESTRICTIONS QO YES NO 16. AUDIT REQUIREMENTS
{1r yes, ciTe LAW(S) & rREGULATION(S) . . L
R O NONE B/g;ATE O FEDERAL O [NDEPENDENT
17. 1S AN INDEX SYSTEM USED? (i1p g 3V
— [1r vxs, mxpratn 18. RECOMMENDGED RETENT ION
BRIEFLY AND DRSCRIBE ANY HARDWARE/SOFTWARE )

o ygs ls//:; Retain for three years or until audit
requirements have been fulfilled, then-
destroy. Bid packets (from all bidders)
to be retained for life of contract, then
destroyed. Caterlng forms to be retained

_. L - ' ~for two years. then destroy. -
1YW NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Gloria Eisel.

301-689-4020

September 29, 1992

DGS 350-4 (REVISED 2/87)

Fig. 7 ‘ - R




